[image: image1.emf]
CWRT RAWLIN PRIMARY SCHOOL LOCKDOWN PROCEDURES
Lockdown procedures are important and would be used in response to an internal or external incident which could be a threat to the safety of staff and children in the school. 

Lockdown procedures may be activated in response to any number of situations, including:

· An intruder on school site;

· A dangerous dog roaming on site;

· A disturbance in the local community that could be a threat to the safety of staff and children. 

Signal for Lockdown

If it is deemed necessary for school to follow the lockdown procedure, the individual who realises there is a threat/incident MUST report it to the main office immediately who will inform Headteacher/Deputy Headteacher immediately.

· Main office/Head Teacher/SLT will alert staff members in their classrooms by sounding the school classroom buzzer twice to alert them that school is in lockdown
· Main office/Head Teacher/SLT to notify the school kitchen to alert them the school is in lockdown;
· Head Teacher/SLT will arrange to bring staff and children inside from the playground. 

Lockdown

· All classes to remain in their classrooms/sports hall;
· Entrance points; such as external and internal doors and windows should be secured;
· Pupils who are outside the school building will be brought inside as quickly as possible;
· Staff will conduct a head count/take register and feed back to main office;

· If necessary remove children from large windows or draw curtains/blinds to prevent them from viewing outside;

· Staff to encourage pupils to remain calm;

· Remain inside classroom until the all clear has been given or unless told to evacuate by either Head Teacher/Police/Emergency Services;

· The school office will maintain communication with emergency services/police where appropriate;

· Parents will be notified as soon as practicable via text/email messaging service.                                                                                                     
Existing Site Security

· School is monitored by CCTV Control.
· Access from reception to the main school building is electronically controlled from the main office;
· Ensure school key holder names and contact numbers are kept up to date at all times on RAMIS – at least 3 key holder’s details should be provided;
· Ensure all key staff members have each other’s contact numbers for emergency purposes.

